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            I started working as a Field Motivator for a local NGO (PREP) in Chittagong in 2007. Later, I worked with different organizations and institutions. I started working as a Project Coordinator for UTSA since October 2020. After that, I worked in project & program management level and managed different development, emergency and humanitarian projects and programs with a broad spectrum of stakeholders and donors.

One of the main responsibilities of a project manager is developing project proposals (project concept note, project proposal, project guide, project quotation, etc.) and one of the major responsibilities of a program manager is to lead grant management & fund raising team & activities, working with project & program proposal team and consultants, finalizing the proposals to go ahead and coordinating with different teams like finance, logistics, security, gender, and human resource departments who are interlinked with proposal development. 

To work with project proposals, I was in need of training myself on how to develop project proposals, framing project budgets, creating project budgets and project cycle management. I took part in different online and offline training and workshop to equip myself with the necessary required knowledge on project proposal development. I also read extensive technical documents too. 

In the meantime, I took part in the development project and program proposal development. There was a time, when I started enjoying the task and worked extensively with different teams and organizations. Later I turned my passion into a business and started my consulting business which is now Zafari Institute of Project Management. I started training project staff and managers through my organization. I got so many feedbacks from my students to develop a holistic guide on developing project proposals.

Finally I took all my notes and experiences on table and this guide is the outcome of the work I undertake as a project manager.
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Chapter 1 

Introduction
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Introduction

Project management is the most revolutionary business studies which becomes so important in our professional life in last couple of years. Project management doesn’t only bring change in getting result from a project but also it is pressing human resources to get skilled on it. Project proposal helps to seek funds from the donors. For development organizations, project proposal a vital document that guides them not only to get fund or seek fund but also implement the projects. Hence writing a project proposal aligned with the problems in the communities is very important. This book shall guide the project proposal developers and project designers to develop project proposal for development sector.

Why Do We Write a Project Proposal in NGO Sector?

Project proposals are developed to seek


-  Funds for running the existing program.

-  Fund for running the operation of the organization.

-  Fund for running a new project.

-  Fund in response to an emergency.

-  Fund in response to a call for proposal.



Keys to Success in Project Development

So you have a project in mind? Consider these “keys to success” before starting the process of designing your project and preparing a proposal document.

Collaboration: We recommend that, in organizations where programmatic, evaluation, and finance activities are separated, staff with knowledge of these areas develop the project together. Today, program managers and funders alike are concerned with the results of a project and the effects that the project will have on the focus populations. To show results, a project needs to incorporate a strong 

emphasis on monitoring and evaluation from the beginning. Involving a staff person with knowledge of finance will also enable the project to have realistic cost estimates.

When different staff members provide their input and take on various tasks, designing and developing a project and proposal will be easier. One person should be designated as the main project organizer to assemble all the information received from other staff members. To start the process, hold a brainstorming and planning meeting with all collaborators in your organization.

Increasingly, organizations working to promote health and well-being are forming partnerships or collaborating to reach a larger population, address a variety of related needs, or pool their combined skills, expertise and resources. Consider what other groups or “stakeholders” your organization may want to collaborate with from the beginning. You may wish to collaborate with outside experts or other organizations that have experience with a particular type of work or with a focus population you wish to serve, and with representatives of the focus population as well. Involving potential beneficiaries will help determine their needs and provide input on the appropriateness of the project.

Create a work plan for project development: When developing a project, the project team should set dates for the completion of the different tasks described in this guide, and assign tasks as appropriate.

Develop a concept paper: Many donors do not accept unsolicited proposals but will accept or request a “letter of inquiry” or a “concept paper.” These documents are much shorter than full proposals (generally two to four pages). From reviewing these shorter documents, donors can determine whether your project fits into their funding priorities. Writing a letter of inquiry or a concept paper first will save you time because you will have to prepare full proposals only for donors that are interested in your project. See the concept paper format at the end of this guide.

Focus on funders: As you are developing a concept paper or proposal, you may have a particular donor in mind. If not, conduct preliminary research on potential donors while you are developing the proposal. To identify local or international donors that may be interested in your project, consider donors who have funded your organization in the past or organizations doing similar work to yours, and who are interested in your geographical area. For information on U.S.-based charitable foundations, an excellent resource is the Foundation Center (http://www.fdncenter.org). When developing your proposal, keep in mind a potential donor’s specific interests and requirements, and think about the reasons why the donor may be interested in your project or organization. Request and review any information that a

donor has on its programs, priorities and requirements, such as guidelines or publications. Search for and visit the donor’s Web site, if possible. Show that your proposed project complements and does not duplicate other work that the donor has funded.

You will need to be proactive in selling your project idea to donors. If you have questions, need clarification or want to discuss your ideas, contact the donors. Some donors welcome the opportunity to communicate with potential grantees, while others do not. This depends on many factors, such as the number of staff and grantees that a donor has. Personal contact can be instrumental in developing a relationship with a donor.

It is also important to remember that donors receive a large number of project proposals and can fund only a limited number of them. Why should a donor provide your organization with funds instead of another applicant? Your proposal needs to describe concisely the pressing problems that your project will address, and convince the donor that your organization can successfully carry out the project. Increasingly, donors are interested in joining other donors in funding a single project.

Donors may request that there be “counterpart” funding from the implementing organizations or funding “leveraged” from other sources. Your request for funds may have more appeal if you can show that other donors have already committed themselves to, or expressed interest in, the proposed project.

If you plan to send your proposal to a donor that has its own proposal format, follow the format closely. Your chances of success will increase if you present all the information that a donor requests. A donor may specify the sections of a proposal, its length, and what attachments describing your organization you should include.

Be aware that most donors have deadlines for accepting proposals, which are based on when their board meetings will occur. Find out when the deadlines are.

Check for clarity and consistency: At different stages in the development of a proposal, you may wish to ask someone who knows your organization, but is not involved in the writing process, to review the proposal, provide comments, and think about questions that a potential donor may have. Once a proposal is finished, it is essential to proofread the document and check for consistency in terminology and concepts, especially when several people have been involved in its development.



Identifying Potential Sponsors

Having written your project plan and estimated the financial resources needed, next you should identify particular sponsors that might have an interest in funding your work. Although it is possible to research sponsors on your own, the sponsored programs office on your campus should be able to assist you with your search. Most offices maintain extensive files and other information resources that describe both public and private funding organizations. These resources may include searchable electronic databases (such as the Office of Federal Programs’ GrantSearch), government-sponsored funding guides (such as the Catalog of Federal Domestic Assistance), or subscription directories (such as the Foundation Directory). The information they contain may range from the funding priorities and award sizes of an agency or foundation to its geographic limitations on giving and other eligibility requirements. This information should enable you to match your interests with those of potential sponsors. Your sponsored programs office also can help you find information on a particular agency or foundation. Finally, because your campus sponsored programs office is familiar with prior awards made to your institution, it may be able to refer you to people on campus who have successfully applied to funders of interest to you. They, in turn, should be able to provide insight into what worked and what did not as they proceeded through the sponsor’s application process.
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